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PURPOSE 

 

Purpose 

This document explains the key activities involved in bidders or suppliers setting up forgotten 
password security questions for the first time. It provides step-by-step procedural guidance to 
perform the activity. 
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BIDDER/SUPPLIER SET UP FORGOTTEN PASSWORD SECURITY QUESTION FOR 

THE FIRST TIME 

Step Action  

1.  Select the Sign In tile.
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Step Action  

2.  Enter the User ID and Password. 
Select the Sign In button. 
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Step Action  

3.  Select the OK button. 
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Step Action  

4.  Select the Change or set up forgotten password help link. 
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Step Action  

5.  Select an option from the Question dropdown. 
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Step Action  

6.  Enter the answer to the selected question in the Response field. 

Select the OK button. 

Note: The system will automatically change the response to all capital letters. 
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Step Action  

7.  Navigate Home. 

 

 
 


